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{1). Fach section of the “hysical Zecurity Branch is
now required to submit dally work sheets pertaining
to the operations of section and where applicable,
to indicate the a:signment of cases to, and the wvork
completed by each employes.

(2). A standard check 1ist was adopted for use by eaployees

making Physical and Technical inspections in order to
further inmprove coverags .and reports,

e, Improved Scheduling of Operations.

(1), Maximum effectiveness through close supervision and

Justification was achleved over the scheduling of

25X1A expedite type investigative cases to -gfield
offices.

(2). Progress has been made in the direction of specific
instructions to field personnel in each investigative
assignment and the scheduling of stereotype "leads" 1s
closely guarded against.

(3). A8 a result of the eciulsition of firearm range
facilities on specific days each week it is now
possible to more definitely schedule the training of
individuals in the use of fireuirus.

f. Use of Business Machinea.

(1). Agency badge records were converted to IBY methods.

(2). Recent surveys in connection with the proposed use
of IBM card punch and sortiny machines showed that the
application of such equipment to the coperaticns of the
Special Security Division 18 nelther possible nor
practicable at the present time.

8+ Uss of Statistical Sampling Methods.

(1). A count is being made of the number of personnsl uaing
. a particular building entrance in order to determine
v Mbinti.n or cloaing or ralocatins tho entrancn. :

. A codnt {s baing taken of the mumber of personnel
., careying btrief cases, manila envelopes, eto., oub of
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CONADENTTAT

(1). A manual issued during FY 195, for the guldance
of all Head:uarters personnel in 3pecial Security
Division reiterated and emphasized previous in-
structions for the unifors preparation and sub-
mission of periodic performance reports.

(2). Emphasis was also placed on previcus instructions
to the Field with regard to performance reporis
which are intended tu provide adequate inforaation
on perscnnel for evaluation in career developrent
and in selection for available positions.

(3). Installed daily reports system on operations of each

section of the fhysical Security Braneh and weekly

and monthly reports by all branches of the Security
Division.

Actions Taken to Impruve Coordinntion,

(1). Constant strass and eaphasis has been made to guard
against duplication and to insure the paxizua util-
lzation of all facilities without overlapsing.

Improved Project Control Systcms.

Negative
Bliumination of Duplication of Lffort,
Negative

Gains, Both Inter and Intra-Agercy, Reallzed Prog
Comnittee or Board :iechanisms,

(1). Conferences and meetings, 15 an adinistrative
device, play an important role within the Special
Security Uivision. Their importance in the field
of management communication is fully recognlged.
They are held on a regularly scheduled b:sis at
Division, Branch, and Desk levels, as well as in the
Field, to achieve the maximum benefit resulting fron
free discussion and an interchange of ideas as well
a8 to implement training procedures and define and
re-define policy.

(2). Another iliustration of the utilization of this
mechanisn 1s Lne presence of an SSD enplijee re-
presenting the Jecurity Office on the froject idmin-
istrative Plannirg Staff, which prepares and goneirg

in administrative plans covering the operation of ali

Agency proprietary and subsidy projects. Through
representation on this staff, it is possible for the
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Security Office to insure confor:ance by other Ageney

componsnts with exist
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perscnnel. The publication of these two

manuals represerto significant progress in
manasgenant. achicve-eat. The Securlity Office is
ever striving, through constant study and analysis,
to improve its management methguis and effect the

highest level in opsrational g_ficiency.
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